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TOTAL COSTS PER YEAR $5.0M
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5. Magnetic Tape
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INSTRUCTIDNS FOR STANDARD FORM 136

:

GENERAL

This report is required by GSA Regulations FPMR 101- '
11.102.7. The reporting period may cover a calendar year or -

a fiscal year.

Submit the report to the National Archives and Records
Service, GSA, no later than August 1 of each year. '

Records to be included in the total volume of records EQUIVALENTS

should comprise:
1. All the records of the reportmg agency;
2. Records held at agency sites for GAO audit; and

3. Official Personnt‘al Folders (records of the Civil Service
Commission) in the custody of the reporting agency.

No volume should be included for Agency Records Centers
oparated by the reparting agency, In sccordance with GSA
Regulations FPMR 101~11.412.4, These data should be sub-
mitted as separate reports on.Standard Form 137, Agency
Records Center Annual Report. '

DEFINITIONS

“Departmentai”’ means the headquarters office of the re- ‘

porting agency, as contrasted to its field offices, but excludes
Agency Records Centers.

“Field”” means the reporting agency's offices other than thei .

headquarters office and Agency Records Centers.

“Staging, Holding, and Other Storage Areas’” means areas
-at departmental or fleld Iocations formaily desugnated for" .

e F Tt . o foore. T

[ARERY I

staging and holding purposes, as well as all other storage
areas except current file rooms and offices, Agency Records
Centers, and Federal Records Centers.

The term ‘‘magnetic tape’’ includes ail tapes on which data
are recorded as part of any automated data processing or
information retrieval systems. Audio recordings of music,
speeches and the like are not included.

For the purpose of this report, volume may be calculated
according to the foliowing table of cubic _foot equivalents:

" Filing Cabinets—Per Drawer:

Letter—114
Legal —2

Filing Cases—Per 12" Drawer:
3 % B—1/10
4 x 6~—1/6
8 x 5—1/4

Shelf Files—Per Linear Foot.
Letter—4/5
Legal —1

‘Yabulating Cards:
1 cubic foot per 10,000.

Outsized Equipment:
Inside cubic measurement.

Magnetic Tape:
1 cublc foot per 7 reels.
L,
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